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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Customer Service Clerk Leader
POSITION NUMBER 01-0060

JOB SERIES: 2091 PAY LEVEL: NF-2 Summary of Duties:

Assists supervisor by leading and directing subordinates, answering questions, passing on instructions, resolving
problems which arise, training new employees, and ensuring the smooth flow of operations.

Performs a full range of services such as assisting customers, taking special orders, providing layaway services,
following up on delinquent payments, making refunds and adjustments, resolving routine complaints, and any other
customer service related duties or transactions.

Maintains a complete and systematic set of records relating to customer service transactions. Checks to ensure the
periodic procurement of supplies and equipment required for an efficient operation.

Performs other related duties as assigned.

Minimum Qualifications:

One to two years experience in retail sales. Ability to lead employees in performance of their duties. Knowledge of
basic accounting and cash handling. Ability to operate a cash register. Ability to lift and carry objects weighing up to
30 pounds.



